" Approve 1

6 -00314R000600070006-8 |-
' 5/16 : CIA-RDP81
g d For Release 20.) 6: € ’

2 July 1969

MEMORANDUNM FOR: dhairmen, CIA Historical'BoardS'

SUBJECT: Historical Staff Master Index

1. This memorandum jig to infornm you of the expansion
to an all—Agency master research index, of the index of
historicai Sources which hag been maintained Since 1965

The HS Master Index wil] be designed to help'Agency historians
locate documents of historical interest, bertaining to the
organization, administration, and Operation of the Agency

and its Components, .

3. The Index wiii include references to finished Agency
histories, Significant documents cited in finished Agency
histories, and references to' document Collections ang individual

documents believed to be of Significant use to Agency historicai

4. The Index wWill be organized and maintained by the
Historical Staff as an authormsubject index, on an all-Agency
basis, ang will be Cross-indexed, To maximize Security,
however, direct access to the Index Will be limitedq to its
Curator, his duiy qualifieqd assistant, angd to the Chief and
Deputy Chief. of the Historical Staff, The Curator will : ;
Teview requestg from historical writers, search the Index,
Screen the cards for relevance, and make the cards available
to potential users in accordance with_established Agency
Security brocedures, The Index cards will show the location
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of historical documents but will in themselves contain minimal
information. Security will be further protected by the
requirement that for access to the source documents cited in
the Index, the user will necessarily apply to the component

in whose control the documents are lodged.

5. Details of the expanded Index are further developed
in the attached Historical Staff Memorandum on the subject.
I believe that arrangements for the Index, as described above,
will extend to the Agency historical program as a whole, the
benefits of the vigorous support which the Index has in the
. past afforded to the Historical Program of the Clandestine
Services, ' 3
25X1A

Howard M. Ehrmann
Chief, Historical Staff

Attachment: HSM No. 3
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2 July 1969

HSM - 3
HISTORICAL STAFF MEMORANDUM
SUBJECT: Historical Staff Master Index

1. To support the implementation of the Agency Historical
Program, the Historical Staff will expand the Source Document -
Index, established 1965, and since maintained by the HS/Clan~
destine Services Group, 1nto an All-Agency master research
index. The Historical Staff Master Index will be designed
to help writers locate documents of historical interest,
pertaining to the organization, administration, and operatlon
of the Agency and its ,components.

2. The nucleus of the Master Index will consist of
approximately 115 thousand index cards (Form 2523), which |
refer to about 10 thousand source documents, primarily from
the Clandestine Services. To serve the Agency Historical
Drogram, this Index will be expandod to comprehend historical
documents concerned with the activities of the DCI, the DCI
Area, and all four Agency Directorates. Additions to the
Index will be made on Historical Staff Source Index Cards
(Form 2523 revised).

3. In developing the Index, the HS will screen existing
Agency document collections to identify sources of interest
to Agency historical writers. The Index is intended to assist
in the location of sources now difficult to recover because
they are included in lightly indexed reco:’d collections, in
records which have not been indexed from .. historical point
of view or are dispersed in different parts of the Agency.

As appropriate, the Index will be cross referenced by areas
or countries, organizations, functions, topics, and person-
alities. Ancillary indices will be provided as required for
special topics, such as to assist in the identification of
committees, cryptonyms, and other subgects. :
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4. The Index will include references to intelligence
objectives, requirements, collection and production programs,
reviews, evaluations, surveys, and other subjects relevant
to the history of the Agency. Particular emphasis will be
given to Agency activities which support US policy formation
and implementation. The Index is not, however, intended as
a substantive guide to finished intelligence reports, such
as to National Estimates or National Intelligence Surveys,
for which the Agency maintains other reference support facilities
To avoid duplication of effort, the Historical Staff will '
itself maintain source collections only in limited circum-
stances, such as when documents are iused frequently (as
prescribed in HSM-2),

5. The Index will usually refer to individual documents.,
When appropriate, however, citations in the Index may be
made to folders or to record groups, as when collections of
documents are already fully indexed or when they are self-~
indexing. '

6. Responsibility for the development and maintenance
of the Master Index is assigned to the Curator of the
Historical Staff, who will manage the Index as a service of
common concern. He is responsible for maintaining the physical
security of the Index, for insuring that the cards disclose
no more than is necessary to assist historical writers  in
locating relevant documents and for insuring that the cards
do not diseclose operational sources or methods,

7. Direct access to the Master Index will be confined
to the Chief of the Historical Staff, the Deputy Chief, the -
Curator, and his assistant. Requests for assistance from
historical writers or other persons having reason to use the
Index will be reviewed by the Curator, or in his absence, his
assistant, who will search the Index, select and screen the
relevant cards, and make them available in accordance with
established Agency security procedures, '

8. Original source documents and copies of Agency
source documents held by the Historical Staff will be identified
in the Master Index as indicated in HSM-2. Other Agency
documents indexed in the Master Index will be identified by

. . 2 ' ' "
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symbol and number in accordance with existing Agency document
control systems, Detailed g

uidance for the creation of Source
Index Cards and the maintena

nce of the Master Index is con-
tained in the Historical Staff Index Procedural Guide.

A . 25X1A

, Howard M. Ehrmann
- Chief, Historical Staff
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SECRET
ATTACHMENT

Some Observations on Historical Papers

1. Introduction. History as action and record. Principal

kinds of history: political, economic, social, intellectual,
cultural, religious, scientific, and technological. Also
subdivisions, as political history into domestic history,
political biography, diplomatic history, constitutional and
legal, military, and administrative history. Different kinds
of history in vogue at different times. Interest today in
foreign affairs, military, social, and intellectual history
and in writings based on quantitative research. The current
historical programs of the Agency are in administrative
history: office, staff, station, base, and operational
histories. Individual papers are pieces of a mosaic contrib-
uting to an overall picture of the four directorates and of
the Agency. Historical papers assist in training, briefing,
policy planning, program analysis and evaluation, and give
operational guidance. They bring together a considerable
body of usable intelligence experience and supply a record

of what was attempted and done.

SECRET
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I1. Guides and Aids. In addition to the Handbook {for the

Writing of DDI, DDS & T, and DDS Histories, the Handbook for

the Writing of Clandestine Services History, and the various

instructions and memoranda for guidance and assistance in
preparing the papers, two books are recommended : Sherman Kent,

The Writing of History (revised edition, 1967) and E.H. Carr,

What is History? (1961).

III. Concepts and Constructs.

1. Continuity and Change. History is concerned with

change over time. Until recently many historians believed
that historical writing should stop short of the present so
that the historian might see his work in perspective. Such
perspective was considered essential in distinguishing change
from continuity, in determining forces, trends and develop-
ments at work, as well as the nature and intensit& of
resistance to change. An added reason for not working in the
immediate past was the lack of adequate documentation;
government archives and private collections were usually
closed. Reluctance to work in the immediate past no longer
exists. TFeeling today that the immediate past must be

studied if we are to understand the present, and that the

[2]
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historian is best equipped to do it. Also, a more generous

policy prevails today respecting access to historical

records.

2. Chronicle and History. The distinction made by
Benedetto Croce. Chronicle as dead history. History as a
living thing. The events of the past have passed through
the mind of the historian and have been given life. The
search for meaning in events, for causal relationships and
interrelationships, for forces, trends, and movements leads
to history and not chronicle.

3. Narrative - Chronological and Descriptive -

Analytic History. Two principal types of historical presen-

tation: (a) an essentially narrative form, following a
chronological treatment, with some description and analysis,
and (b) a descriptive - analytic presentation, with little
emphasis on chronology. These may be represented by two

diagrams. (See Chart A.)

IV. Methodology and Procedure.

1. Purpose of your Paper. Begin by formulating, in

two or three sentences, a statement of what you consider the

purpose of your paper.

SECRET
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2. Researgg; Bring together all the records you will
need in the preparation of your paper: directives, policy
papers, instructions, reports, and assessments, each in the
best text available. Reinforce with debriefings and
information from knowledgeable persons. Note carefully the

suggestions in the Handbook for the Writing of DDI, DDS & T,

and DDS Histories and the Handbook for the Writing of Clan-

destine Services History.

3. Frame of Reference. This is a fuller statement of

the aim and scope of your paper prepared after you have
commenced your research. State the purpose, nature, and
contents of the paper as precisely as you can, including the
time limits, geographical area.(where pertinent), the
mission, the components and persons involved, and the kind
of presentation, whether narrative - chronological or
descriptive - analytic.

4. Questions and Answers. As soon as possible, and

even in advance of your research, set quite specific questions
to be answered in the course of your investigations. Seek the
answers to them. Continue to formulate questions as your work
progresses. Enter your questions on 5 by 8 or 4 by 6 inch

cards, and add your answers to the cards, giving also the

[4]
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sources of your information for what later may be your
reference citations. Questions and answers properly used
should guide you in your research, keep it focused, and
should facilitate the making of your outline and subsequent
writing.

5. Chronological Table. Construct a chronology with

all the dates necessary for an understanding of your paper.
Enter these dates on cards, 4 by 6 or 3 by 5, one date to a
card. Include in each instance the source of your infor-
mation. Make this chronology as complete as possible and in
excess of what you will finally use. Later reduce it to the
most important dates for inclusion in your paper as the
Chronology or Chronological Table.

6. The Outline. First make a diagrammatic representa-

tion or model for your paper based on your chronology and
according to the type of presentation you are using, whether
narrative - chronological or descriptive - analytic. Then
make a topical outline of your paper. Your writing now
proceeds from your diagram, chronology, and topical outline.
Where several themes or threads are traced, in a narrative -
chronological presentation, it is preferable to find some

intermediate dividing point (or points) and carry the themes

[5]
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or threads separately to the dividing point. Somec indication
of the importance of the dividing point should be given, as
well as a brief summation, at that point of the position

reached.

7. Parts of the Paper. These are given in your

Handbooks. A slightly different order, principally in the
placing of the Introduction and the Index, is as follows:
Title Page, (Historian's Note), Table of Contents, Summary
(if paper is over 60 pages), Chronology, Introduction, Body
of the Paper, Conclusions, References, Appendices, and Index.

8. Quotations. Use quotations sparingly. If the

quotation is short - a few words to two or three lines - it
may be worked into the text by using quotation marks. A
longer quotation - 4 to 6 lines - should be set off from the
body of the text by indentation and single spacing between
lines without the use of quotation marks. Long quotations,
if used at all, should be placed in appendices.

9. Causation, Every effort should be made to establish

causal relationships, but it is preferable that these be
simple and direct, as more suited to a short paper, rather

than elaborate and overly involved.

SECRET
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10. Objectivity. Complete objectivity is not possible,

Selection of data, organization of materials, interpretation,
causal relationships, significance, and conclusions are all
subjective operations, but there are degrees of subjectivity.
Evidence of strong partisanship and an excess of personal
opinions are to be avoided. Every effort should be made to
consider all aspects of a subject fairly and to try to
appreciate the nature and extent of differences of opinion.
It is not permissible to distort the meaning by wrenching
statements out of context, to ignore the existence of
materials whose use would exclude a favored interpretation
or to use argument by silence. It is not expected that the
historian will be without views and opinions of his own, but
he is expected to deal scrupulously with the evidence and

Justly and fairly with other points of view,

11. Significance. The significance of what took place

should be clearly set forth. A decision, action, or event
may be significant (1) for what it sums up, (2) for what it
initiétes, (3) for what it reveals, or (4) for the experience
gained or lessons learned. Significance should be brought
out in the course of the paper, as well as at the end under

Conclusions.

(7]
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12. Conclusions. The paper should end with a section

giving the author's views on the importance and significance
of what was done or took place and bringing out the lessons
learned, experience gained, mistakes made and avoided, and
the point or stage finally reached.

13. Rounding out the Paper. Throughout the paper

there should be some indication of the involvement of other
persons and components, even if these can only be barely
mentioned, so that the reader is aware of a wider and richer
setting than that given. 1If a really full and detailed
account were to be written, what further items would be
included? Wherever enrichment is possible it should be
made; where not possible at present it should be indicated.

14. Placing the Paper in a Larger Setting. This

follows from 13. 1If a paper is a bit of the mosaic, then
some indication of the larger whole should be given, showing
where your particular piece fits into the overall pattern.
Papers should be additive and should lead or build into

something larger.

H. M. Ehrmann

SECRET
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CHART A

a. Narrative History - emphasizing chronological treatment

Beginning Possible Subdividing Terminal
Date Dates Date
Introduction:
general Main Body
specific
themes _y ooy |—ommmmmmmm- >
Time
“ Settin 7
S > === | = >
-------- e el

b. Descriptive - Analytic Presentation

t%rs tipe

.
AN Beginning date

\. depth
in time .
- \ Terminal date

The dross
ectiom
. that is
descriibed |

| and- o
aﬂalﬁzed;

(9]
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TO: Director of Personnel
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5E13 Hgs.

REMARKS:

The attached paper was prepared

25X1A by < will be of interest

to you. 25X1A
FROM: SA-DD/S
ROOM NO. BUILDING EXTENSION
7D02 Hgs. 7726
FORM NO . REPLACES FORM 36-8 @n
1FEB 55 24] WHICH MAY BE USED.
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